RECORDS MANAGEMENT DIVISION

OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY

3. Actlon Requested

a. XX Estapiisn Retention Schedule; rdcord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

IN‘STRUCTIONS See Pubhcatlon No. 76—=!M—" for instructions on completing this form. Forward signed, original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue At!anta Georgna 30334
Attention: Scheduling Section. , _ /
FOR AGENCY USE 1. Agency Address B FOR RECORDS MANAGEMENT USE
Appiication Date | Georgia Postsecondary Education Commissjop”Ppication Number G 2
February 14, 1977 | 2970 Peachtree Road, N.W., Suite 620 7 7= “
Application Number Atlanta, Georgia 30305 Date Rocetved Bate Commioed ™1
. . B EVET jwm -4
2. Person to Contact Working Title Teler;h;r;e Number
Mrs. Pauline D. Palmer D1rector of Programs (404) 233 5449

- ¢. O3 Amend Application No. _ _ Check One: [ Change; O Supercede; O Void e
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest .
1965 lPresent Instructional Equipment Grant Program. Subject File (Title VI-A)
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Commission is the State agency, established pursuant to Section 1202 of the Education

for the expansion and improvement of postsecondary education. Its missions are: to
stimulate the development of a coordinated planning process in Georgia; and (b) to take

all action necessary to enable Georgia to obtain grants and technical assistance from the
Federal Government.

1

7. chz—cord Seri;;Desaiption ~ This ftle contains the fol!owmg documents finclude farm numbers and titles, if any)
Ce : Attach samples of the file.

Documents relating to:  administering the Federal Grant program under Title VI-A of the Higher
: Education Act of 1965.

Included are: : the State program plan, program reports, summary data, directives from %
Federal and State officials, memos concerning office po11cy priority
ranking reports, working papers and related correspondence.

Amendments of 1972, responsible for developing a process of comprehensive statewide g]anning

File is arranged: alphabetically by subject? thereunder ChronOTOgiqaljy_by fiscal year.
. . i '
8. Monthly Reference Rate How often are records referred to which are: _ |
Onetosixmonthsoid . _; Seven totweivemonthsold __________; Thirteen to twenty-four monthsold ________;
¥ twenty-five monthsandolder___..___? B '

| ST SV

9. Annual Ratakof Accumjlatron of Rerords T .

. Lettér-size drawers ; Legal-size drawers _.;Shelves . _; Other (spécify)

AR—50-71; Rav. 76 s ' (Over)




YE

s | no | 10, Questlonnalre {Ptace an X" in the proper column)

e — e e — - & e T ek SR AN T R L A ek ameaTE I+ ot T e = '1

a, [s this the official copy of the series?

X If not, where is it?

b. Does the series contain copfidentnal mforrnat:on requiring secur;ty handling? If yes, cite law or regulation.

I‘\

__d. Does this series have historical or long term research value? . ;'

x .
# c. Is thns a vital record? " -" - , i)

documents be scheduled separately?

e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these

Mﬂﬂnﬂmmwwm copv,

g. 1s'the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, attach copy,

h. lIs there a duplication of this series in your office, or in another office or agency?

I ves, where?

s ;;;x

”7(:,*L_h1huj14muhgainmgLngazulgiaLﬂmuhﬂxinmﬂﬁuumd?

B —

| 3 1._i._Does the record series result in a computer printout?

- .._...-.um.-,‘!i.;!.” mpn e

gra
(If

of explanation.) : Sacret tate/Designee

[0 Hold in the current filesarea —_______month(s) ___________ year{s); then
00 Transfer to local holding area, hold . .______vyear(s); then :
O Transfer to State Records Center;hold . vear(s); then

O Destroy.

O Transfer to State Archives for permanent retention.

XX Other (Specify) :

1. Retention Requirements _ The following requires the series to be kept:
a. State Law ’{ _ years. d. Audit périod years,
b. Statute of limitation —o——Years. e Administrative need 3 years.
c. Federal law . years, f. Federal retention instructions 3 __years.
Attach copy or excerpt of laws or regulations. Explain administrative need.
12, Anﬁr@ved Disposition Inﬁru&ons This ageﬁcy remmmends that thé file series be cut off at the end of each: o T
O Calendar Year; O Fiscai vear; KXOther _ See below _then,

Cut off file at the end of each fiscal year then hold in current files area until receipt
of yearly Project Completion Report; then transfer to inactive file. Hold in inactive

file 3 years, then transfer to State Records Center; hold 1 year, then destroy.

These instructions apply to all prior and future accumulations of the series,

Records Management Officer (Signaturs)

Date

State Records Committee (Signature)

Date

Recommendations in para- Z’
ph 12 are approved. State Audlizor/Designee )

3=3-77

disapproved, attach letter

|2~ 28-77

et oo | Corge //ffm/

3327

AR~BO-71; Rev. 76 ' (Reverse Side)
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